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RECORDS)
1. Purpose. To conply with provisions of the Fair Infornmation

Practice Act governing an individuals access to the

i ndi vi dual s personal records and access to those persona
records by the public and governnental agencies. This
procedure inplenents Chapter 92E, Hawaii Revi sed Statutes,
as anended, and Title 20, Admnistrative Rules, University
of Hawaii, Chapter 16, Personal Records.

2. oj ecti ve.

a. To provide an individual access to his/her persona
records maintained by the University.

b. To provide an individual the opportunity to request
correction of a record where there is evidence of a
factual error, msrepresentation, or msleading entry.

C. To permt the disclosure by the University of a
personal record to other agencies provided that such
disclosure is in accordance with Section 92E-5, HRS.

3. Applicability/ Responsibility.

a. This procedure is applicable to all individuals about
whom a personal record is maintained by the University.
A "personal record" neans any item collection, or
groupi ng of information about an individual that is
mai nt ai ned by an agency. It includes, but is not
limted to, the individuals educational, financial
medi cal, or enploynment history, or itens that contain
or nmake reference to the individuals name, identifying
nunber, synbol, or other identifying particular
assigned to the individual, such as a finger or voice
print or a photograph. "Personal record" includes a
"public record" which is defined as any witten or
printed report, book or paper, map or plan of the State
or of a county and their respective subdivisions and
boards, which is the property thereof, and in or on
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which an entry has been nade or is required to be nade
by law, or which any public officer or enpl oyee has
received or is required to receive for filing, but
shall not include records which invade the right or
privacy of an individual.

Vice Presidents, Chancellors and Drectors of organized
research units shall designate an office on their
respective canpuses to which all requests for records
wll be sent and appoint a designee within that office
who will be responsible for admnistering this

pr ocedur e.

4. | ndi vi dual Access to Personal Records.

a.

An individual desiring to inspect and review his or her
personal record shall adhere to the follow ng
pr ocedur es:

1) The individual shall provide a properly executed
Section A of Request for Personal Record
I nformati on (Form A see attached) to the office
desi gnated to recei ve such requests.

2) The desi gnee for personal records shall nake a
reasonable effort to verify the identity of the
i ndi vi dual requesting to inspect his or her
personal records.

3) Upon termnation of the inspection and review of
t he personal record, the individual shall properly
conpl ete Section C of the Request for Persona
Record Information (FormA - see attached).

4) The desi gnee for personal records nust conply with
the individuals request within ten working days
following the date of receipt of the request. The
ten-day period may be extended for an additiona
twenty working days if the University provides to
the individual within the initial ten working days
of a witten explanation of the unusual
ci rcunst ances causi ng the del ay.

5) Shoul d the individual request an explanation or
interpretation of the personal record, the
desi gnee for personal records shall assist the
i ndi vidual in obtaining such an expl anation or
interpretation.
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6) A record of disclosure of personal records shall
be nmai ntai ned by the designee for personal records
by the proper execution of Section B of the
Request for Personal Record Information (FormA -
see attached).

7) A record of requests and discl osure of personal
records shall be maintained by the designee for
personal records in the individuals file (FormB -
see attached).

8) Upon request, copies of any portion of the

i ndi vi dual s personal record shall be provided
within the tinme period prescribed in subsection 4)
above. The desi gnee shall charge the individua
for any copies and for certification of copies.
The cost shall include the cost of duplication,
transcription of the record, if necessary, and any
search required to find the records invol ved.

Exenptions and Limtations on Individual Access.

a.

An individual may be denied access to the record if the
individual is unable to produce verification or
identity in accordance with this procedure;

An individual nmay be deni ed access to personal records,
or information in such records:

1) Mai nt ai ned by an agency that perforns as its or as
a principal function any activity pertaining to
the enforcenent of crimnal laws or any activity
pertaining to the prevention, control, or
reduction of crime, and which consist of:

a) Information which fits or falls within the
definition of "crimnal history record
information” in section 846-1; or

b) I nformation or reports prepared or conpiled
for the purpose of crimnal intelligence or
of a crimnal investigation, including
reports of informers, witnesses, and
i nvestigators; or

C) Reports prepared or conpiled at any stage of
the process of enforcenent of the crimnal
laws fromarrest or indictnment through
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confi nenent, correctional supervision, and
rel ease from supervi sion

The di scl osure of which would reveal the identity of a
source who furnished information to the agency under an
express or inplied promse of confidentiality.

Consi sting of testing or exam nation naterial or
scoring keys used solely to determne individua
qualifications for appoi ntnment or pronotion in public
enpl oynent, or used as or to admnister a |icensing
exam nation or an academ c exam nation, the disclosure
of whi ch woul d conprom se the objectivity, fairness, or
ef fecti veness of the testing or examnation process.

I ncl udi ng investigative reports and materials, rel ated
to an upcom ng, ongoing, or pending civil or crimnal
action or admnistrative proceedi ng agai nst the

i ndi vi dual .

Required to be withheld fromthe individual to whomit
pertains by statute or judicial decision or authorized
to be so withheld by constitutional or statutory
privil ege.

Nothing in this procedure shall be construed to permt
or require the University to withhold or deny access to
a personal record, or any information in a personal
record where any statute, admnistrative rule, rule of
court, judicial decision or other |aw authorizes or
allows an individual to gain access to his/her personal
record.

Correction or Anendnent of Personal Record.

a.

After reviewi ng his or her record, an individual who
beli eves his or her personal record contains

i nformation which contains a factual error,

m srepresentation, or msleading entry may request the
Uni versity to anend such records.

The individual shall file a properly executed Request
for Correction or Arendnment to Personal Records (Form C
- see attached).

Wthin twenty working days after receipt of the
request, the designee for personal records shal
acknowl edge recei pt of the request in witing and
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pronptly:
1) Make the requested correction or amendnent; or
2) Informthe individual in witing of its refusal to

correct or amend the personal record, the reason
for refusal, and the agency procedures for review
of the refusal

Limtations on Public Access to Personal Records. The
personal record nmay not be discl osed by any neans of

communi cation to any person other than to the individual to
whomthe record pertains unless the disclosure is:

a. To a duly authorized agent of the individual to whomit
pertains. The designee for personal records may
require the agent to present witten authorization or
ot her docunentation establishing the agent's authority
to act on behalf of the individual and to obtain access
to the individual s personal record.

b. G information collected and mai ntai ned specifically
for the purpose of creating a record available to the
general public.

C. Pursuant to a statute of this State or the federa
governnent that expressly authorizes the disclosure;

d. Pursuant to a showi ng of conpelling circunstances'
affecting the health or safety of any individual. The
desi gnee for personal records nay require a person
seeki ng di sclosure for conpelling circunstances to
provi de proof establishing those circunstances.

e. Pursuant to an order in any judicial or admnistrative
proceedi ng to produce, disclose, or allow access to the
record or information in the record, or when discovery
of such record of information is allowed by prevailing
rul es of discovery or by subpoena.

Limtation on D sclosure of Personal Records to ther
Agencies. The University may not disclose or authorize
di scl osure of personal records to any other agency unl ess
the disclosure is:

a. Conpati ble with the purpose for which the information
was col |l ected or obtained;
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Consistent with the conditions or reasonable
expectations of use and di scl osure under which the
i nformation was provided,

Reasonabl y appears to be proper for the perfornmance of
the requesting agency's duties and functions;

To the State Archives for purposes of historica
preservation, admnistrative nmai ntenance, or
destruction;

To an agency or instrunmentality of any government
jurisdiction within or under the control of the United
States, or to a foreign governnment if specifically

aut hori zed by treaty or statute, for a civil or
crimnal |aw enforcenent investigation;

To the legislature of any coomttee or subcommttee
t her eof ;

Pursuant to an order of a court of conpetent
jurisdiction;

To authorized officials of a departnent of agency of
the federal governnent for the purpose of auditing or
noni toring an agency programthat receives federal
noni es.

Procedure for Review of Denial for Access or Correction.

a.

Foll owi ng a denial of a request for access to or
correction of a personal record, the affected
individual may file a request for review of the
deci sion of the designee for personal records.

A request for reviewshall be filed in witing with the
Gfice of the President within twenty worki ng days
after the date of the designee' s denial and shal

conci sely explain why the designee's determnation was
inerror.

Wthin thirty working days after recei pt of the request
for review, the President or the President's Designee
shall respond to the request in witing.

If the denial is affirned, the President or his
desi gnee shall state his reasons in witing and (1)
allowthe individual to submt a rebuttal statenment for
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inclusion in the record and (2) informthe individual
of his right to seek judicial review pursuant to
Section 92E-11, HRS.

Retenti on of Personal Records. The University may choose to
destroy a personal record except where there is an

out standi ng request to inspect and review that record. (In
determning retention periods see AS. 560, Records
Managenent). An individuals witten explanation or rebutta
of any or all of the content of his or her personal record
whi ch has been placed in that personal record, shall be
destroyed only when the information to which it pertains
also is destroyed. The Record of Requests for and

D scl osure of Personal Records (FormB) is to be maintained
for as long as the personal record to which it pertains is
mai nt ai ned.
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UNI VERSI TY G- HAWAI |
REQUEST FOR PERSONAL RECORD | NFORVATI ON

Section A

Nane that will appear on records

Your nane:

Addr ess:

Tel ephone nunber where you can be reached during business hours:

If you are seeking infornati on about someone ot her than yourself, under what
authority do you seek such information?

What records and/or information do you seek?

Dat e Si ghat ure

PLEASE BE PREPARED TO PRESENT | DENTI FI CATI ON

(To be filled in by Designee for Personal Records)
Section B

Request by individual is = Approved D sapproved

Dat e Si ghature

(To be conpleted foll owi ng the visual 1nspection of the requested persona
records)

Section C

I, have had access to the personal records requested above.

Dat e Si ghat ure

FI PA Form A
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Record of Requests and D scl osure of Personal Records

| ndi vi dual s Nane:

Dat e Request ed by Eligibility Pur pose G anted Deni ed Date Per Cificial
By Reason of

Enter all reguests for and access to the individuals personal records.

FI PA Fom B
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UN VERSI TY OF HAWAI |
REQUEST FOR OORRECTI ON OR AMENDMENT OF PERSONAL RECCRD
upon vi ewi ng the docunents)
...................... authored by (if known)
...................... and dated ......................... Inthe
.............................. fol der, hereby chall enge the

following ..... factual error ..... m srepresentation .....
m sl eadi ng entry:

FIPA Form C
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